
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well! I am writing to seek your permission 

to host [event name] at [location] on [date].  

[Briefly describe the event and its purpose, highlighting any community 

or organizational benefits.]  

We believe that this event will [mention the positive impact of the 

event]. We will ensure that all necessary precautions and arrangements 

are in place to ensure a smooth and enjoyable experience for everyone 

involved.  

I would be grateful for your consideration of our request and am happy to 

discuss any details further. Please let me know if you have any concerns 

or require additional information.  

Thank you for your time and support!  

Warm regards,  

[Your Name]  

[Your Contact Information]  

[Your Position/Organization, if applicable] 


